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TIME MANAGEMENT TIPS MAKE HOLIDAY PLANS 
RUN LIKE CLOCKWORK, UD EXPERT SAYS 
Nov. 22, 1993 
Contact: Candace S tua.i-t 
DAYTON, Ohio-- Dean Stilwell, an assistant professor of management and marketing 
at the University of Dayton, has one word of advice for people who have difficulty managing 
their time during the hectic holidays: Think. 
/ 
"We don't really sit back and think, 'What am I doing? What are my priorities? 
What do I need to get done?'" says Stilwell, reciting some of the basic questions asked in 
time management, a business concept that he says applies equally well to personal lives --
especially during the busy days before Hanukkah and Christmas. 
• For staners, people need to plan and think things through, Stilwell says. Before 
hopping in the car and heading out to the mall, sit down and plot out a course of action. He 
suggests writing a daily to-do list, organized by priorities. "Ask yourself, 'If I didn't do this, 
would it make a difference today?' If you can say 'no,' then it is not a high priority. 
"If we take everything that comes at us, we become overwhelmed and we won't get 
anyitiing done," he says. "We'll do little bits of all of it and all of it will come out bad." 
• Divide large tasks into pieces. It's easier to see what you have to work with and 
makes the project less intimidating, he says. For instance, every year you struggle over what 
to get that "difficult person." Instead of putting the task off, break it into parts, S_tilwell 
advises. Look for reference points. What gifts did you try in the past? What presents did 
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others give that were successful? Where can you find those kinds of products? 
• Set reasonable deadlines and goals. Tell yourself to have defined goals met by a 
, 
specific date, he suggests, adding research shows that when people set goals and deadlines, 
they tend to meet them. The corollary, of course, is don' t procrastinate, Stilwell emphasizes. 
Procrastination usually is a sign of uncertainty. 
• Give yourself time. "Normally we underestimate the time it takes to get things 
done," he says. The rule of thumb is it will take twice as long as you think it will. "At 
• Be flexible. Take advantage of what might be perceived as a setback. Finally you 
found that special toy for your child, but the line at the check-out counter is a mile long. Use 
the time to balance your checkbook, ponder the most efficient way to visit the other stores on 
your list -- in other words, use the idle time to complete those pesky little jobs that otherwise 
hang over you. 
Time management techniques help people get things done faster, easier, more 
efficiently and with less anxiety, Stilwell says. "It's an easy thing to grasp hold of," he says. 
"After you do it one or two times, you wonder why you didn't do it all the time." 
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For .iluerviews, call Dean Stilwell at (513) 229-3556. For more information, call Candace 
Stuart at (513) 229-3257. 
